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Please note, our database is frequently modified by our contractor so the screen prints that you 

see in this tutorial may not match exactly with what you see on your screen.  If you have 

questions you may contact CNP for guidance. 
 

Bookmark the following URL address for EED Child Nutrition Services webpage:  – 

http://www.education.alaska.gov/tls/cnp/ 

 

Use this to access the CNP Web Login in right hand column 
 

Login screen 

 

 

Type in your User 

ID and Password 
that will have been 

provided by CNP. 

 

 

 

http://www.education.alaska.gov/tls/cnp/


 

Click on the orange 

puzzle piece to enter 

the CACFP 

Database 

 

 

 
 

Read Welcome page 

for any new alerts 

regarding the CNP 

Web, and click on 

Continue at the 

bottom of the page 

 

 

 

Prior to starting FY2017 make sure you close out any providers who are not continuing into FY2017.  

They will not roll forward if you close them out in FY2016.  Use the CLOSE DATE – NOT the 

TERMINATED DATE. 

 



 

 

Select the program 

year you wish to 

update (2017) 
*Note- you can view 

prior year’s program 

information & claims 

but please do not edit 

any prior year 

information. 

 

 

The sponsor sheet 

and sites from prior 

years will come 

forward into the new 

year. You will need 

to click the “Add” 

button to update 

your sponsor 

information sheet. 

 

Review your 

addresses and 

update as necessary. 

 

Review your 

authorized 

representative and 

food program 

contact & update as 

necessary.  If you 

are a non-profit 

there should be two 

different names.  



 

 

Review your 

financial contact 

and update as 

necessary.  This is 

the person the CNP 

Specialist would 

call if questions 

arise. 

 

Make sure we have 

the correct type of 

sponsoring 

authority:   

*public 

*private non-profit 

*private for-profit 

(If not, let CNP 

Specialist know the 

discrepancy.) 

 

Answer the 

questions. 

 

 

 
 

Disregard question 

#48 if no centers. 

 

The number of 

homes will be 

updated by your 

provider 

information sheets.  

(it will autofill) 

 

 

Enter staff person 

responsible for the 

Confidential 

Income Statements 

(Free/Red Apps) & 

the Claim for 

Reimbursement. 



 

Please be specific 

when answering the 

question #61  

 

Disregard question 

#62 if no centers 

 

 

 

FDCH Sponsors 

answer questions 

#63 & # 64. 

 

 

Check after reading 

each statement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill in all publicly 

funded programs. 



 
 

 

Check the box of 

the paragraph when 

you have read 

completely. 

 

Review your 

responsible parties 

and update all 

information with 

home addresses of 

each contact.  

These people are 

responsible for the 

CACFP  

 

 

Submit comments 

as necessary. 

 

Click “Submit” to 

save the updated 

information. 

 

After clicking 

“Submit” you will 

see this screen.  The 

sponsor information 

sheet is now in 

Pending Submission.  

Now you need to 

update your provider 

information sheets by 

clicking “here” you 

will be brought back 

to the Sponsor 

Summary Page. 

 



 

 

Click on “Add” to 

update the provider 

information 

sheet(s). 

 

If you have new 

providers to add 

click the “here” 

button. 

  

 
 

 

Some of the 

information from 

prior years will roll 

forward.  Review 

Home and License 

information and 

update as necessary. 

 

Termination Date & 

Reason is only used 

for Serious Deficient 

Providers 

 

Start date should 

be when they began 

with your program 

(could be prior to 

FY17). 

 

Enrolled children 

must be greater than 

0 … you may enter 1 

and then update as 

the provider gets 

more children 

enrolled. 

 

 

 

 



 

Update Meal Service 

information. Enter 

meal type, if meal is 

occasionally served, 

if it is a shift meal, 

begin/end times 

from drop down box 

and days of week. 

Answer question and 

check boxes if the 

answer was yes. 

 

Answer questions.  

 

Certification date no 

later than 9/30/16 

(good for 5 years).  

Census data will come 

forward from last year. 

 

Certification date for 

School = 10/1/__ with 

year you made the 

Tier I determination 

(good for 5 years) 

 

Certification date for 

Income is good for 1 

year 

 

 

 

Answer question. 

 

Verify tier status. Pull 

down menu for blank, 

Tier I, Tier II, and 

Mixed.   

 

 

 



 

       
 

Check box to certify 

the home is not 

participating under 

any other sponsoring 

organization.  You 

will ask the provider 

and CNP will check 

the database for 

accuracy. 

 

Check box when ready 

for CNP approval. 

 

Click “Submit” to 

save information and 

also when you’re 

submitting to CNP. 

 

 

 

 

 

 

 

 

 

 

If you have not fully 

completed the form an 

Error message will 

come up … otherwise 

it will show pending 

approval.  You can go 

back in and “Edit” the 

provider sheet at any 

time.   

 



 
 

Sponsoring Organizations of Day Care Homes Summary page will have Provider 

Information Sheets vs. Center Information Sheets and will show how many 

providers you have submitted.  If you have providers who do not renew in FY2017 

you’ll need to go into FY2016 and submit a close date for them so they don’t show 

up as missing in FY2017. 

 

When you’re finished 

and ready for approval 

go to the “Packet” bar 

and check the box and 

click “Submit”. 

(There will not be a 

check box if you’re 

missing providers or 

there are errors). 

 

CNP will review your 

updates.  

 

CNP will approve 

your submission when 

all of your paperwork 

is filed with CNP.  

Please refer to the  

E-mail with the 

checklist of required 

items attached.  

 


